
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives -and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. - 

pplication Date 
Department of Transportation 
No. 2 ,  Capitol Square 
At' - - L -  "- pplication Number 

Application Number 

85-86 
Date Completed I 

~- .~ ~I I-.-- ~- 
. Person to Contact Working Title Telephone Number 

. Action Requested 
Enqineerinq Tech. IV 656-5185. Cathy HOD= 

a. 
b. 

__-- 

W Establish Retention Schedule; record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

~ c. 0 Amend A lication No.- CheckOne: I3 Change; 0 Supercede; 0 Void 
. Dates of S e r i e T  5. ~ ~ - f .  Records Series Title (followed by rifle used in office; if different) 
arliest Latest Co./City Contract Files 
,979 I Present 
. Division and Office Function 

flEFEEJ%CE FILES FOR STATE AID'S USE ) Priority Files 
7 -- -~ - 

a t  is%;hction of the Division and the Office in which this record series is created? 

, .  
.. 

The Office o f  State Aid administers the County/City Contract Program, the Local Assistance 
Road Program, the Off System Bridge Program and other programs as directed by the Division 
Director of Planning and Programming and/or Commissioner of Department of Transportation. 

-- 
'. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbersand fifles, if any): 
nuiintaining reference copies of documents that relate to 
/ A I ~  areas of responsibility in administering various programs 

6 reference copies of: - 
Included are4 1. Authorization of preparation of Contracts. 

2. 
3 .  
4 .  
5. 
6. 
7. 
8. 

Authorizations of surveys, preparation of deeds & estimates 
Authorization of projects for placement in the Construction Work Program 
Reports of Field investigation concerning roadway & bridge projects 
Priority list of Counties and Cities 
Commissioners reports 
Map Files 
Administrative files 

\ 

File isarranged: 1. Alphabetical by County 
2. Administration by subject , 

1. Monthly Reference Rate How often are records referred to which are: 

One to six months old -&&+-.-; Seven to twelve months old -h&J+- ; Thirteen to twenty-four months old 1 n-1 r; + iaes 

twefityfive months and older -~ ~ - -~ 
B. Annual Rate of Accumulation of Recards 

. Letter-size drawers ; Legal-size drawers 5 ; Shelvesap; Other ( m i f y )  

R--50-71; Rev. 76 



b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

1s be_sctwdaledsmraelrl_ 
ormatim mmlained L u h b r h ~ w M s h e d ) f y m .  amch COW, 

JSoesthncecQrdsrieJ r e s u l t i a a m u t  er M intnur2_____ 
1. Retention Requirements The following requires the series to be kept: 

-_ ~ 

- -~ 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need A - y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Multi-Contracts are i s s u e d  on Various Roads over a l e n g h t l y  per iod of t i m e ,  and 
t h i s  r e t e n t i o n  per iod  serves as  a ready re ference  i n  t h e  admin i s tra t ion  of t h e s e  
c o n t r a c t s .  
OFFICE AND THEIR COPIES ARE SENT TO THE RMxlRD CE”ER WITH THE PRamcT FILE 

This agency recommends that the file series be cut off at  the end of each: 

OlUGNAL ClN%ACE AND CYI’HlB CDRRESPONDENCE IS SENT TO “HE GENlW& FILES 
- 
12. Approved Disposition Instructions 

Calendar Year; 0 Fiscal Year; 0 Other then, 

Hold in the current files area month(s) 3 year(s); then 
Transfer to local holding area; hold 3 ’ year(s); then 

0 Transfer to State Records Center; hold --year(s); then 
mestroy.  
0 Transfer to State Archives for permanent retention. 

These instructions apply to al l  prior and future accumulations of the series. 

Date 

U State Records Committee (Signaturel Date 
3ecommendations in para- 
lraph 12 are approved. 
If disapproved, attach letter 
I f  explanation.) 


